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Proper Use of Top‘Secret Control Numbers

1. Reviewers are reminded that to make our ADP system perform several
tasks for which it was designed, only authorized identification control numbers
should be placed in the '"Document Identification Number' Field of the 4023A.
Top Secret Control Numbers interfere with the computer's ability to identify .
duplicate entries because not all TS numbers appear on all copies and cannot

v be used for positive identification.

2. Effective immediately, reviewers will discontinue the use of TS/
numbers in the "Document ID" field. Jecause it is potentially useful to record
this number in the DARE system for TOP SECRET documents which have been reviewed,
use the '"Review Coordination' Field:for this purpose.” Record the numbér;* with-
out punctuatlon 1eav1ng a space between the "TS" and the number as follows

TS 123456

<

?f~ The System can- then be querled fora spec1f1c TS control or a 115t1ng of’ ‘all: TS

dIsohto record the name of another government agency
for the purpose of.review’ coordlnatlon, wr1te ‘the TS number first, -follow with+a. .
space, and then: the ‘name, of that agency _ The twenty spaces in the f1e1dnshould' o
meet most needs. s EEL s BT

4. If a f11e is rev1ewed collectlvely such as with a folder, and several
TS documents’ are: enc untered maklng 1t 1mp0551b1e to. record all the numbers in”
the allotted ' :
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-Classification.Review Division.




